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U. S. Departnent of Justice
Federal Bureau of Prisons

DI RECTI VE BEI NG CHANGED: 3000. 02

Change
NOtice CHANGE NOTEE NUgE\EE E:-gﬂj-gt 22, 1996

1. PURPGSE AND SCOPE. To revise the application for nmenbership
to the Federal Prison Retirees Association.

2. SUWARY OF CHANGES. The Federal Prison Retirees Association
requested the Bureau to provide this updated application for
menbership to retirees. The application has revised the cost for
menber shi p and post office box for mailing.

3. TABLE OF CHANGES

Renove | nsert
Attachnment 8-1, Page 1 Attachnment 8-1, Page 1

4. ACTION. File this Change Notice in front of PS 3000.02, the
Human Resource Managenent Manual .

\ s\
Kat hl een M Hawk
Di rector



U. S. Departnent of Justice
Federal Bureau of Prisons

DI RECTI VE BEI NG CHANGED: 3000. 02

Change
NOtice CHANGE NOTHEE NUgE\EE E:-gﬂj-gt 16, 1996

1. PURPCSE AND SCOPE. To update the Human Resource Managenent
Manual .

2. SUWARY COF CHANGES. P.S. 3000.02, the Human Resource
Managenent Manual is being updated to prescribe procedures for
the selection systemto be utilized for Warden and Associ ate
War den positions.

3. TABLE OF CHANGES

Renove | nsert
Tabl e of Contents, Page i Tabl e of Contents, Page i
Li sting of Attachments Li sting of Attachments
Chapter 3, Pages 53-55 Chapter 3, Pages 53-55b

Attachment 3-14
Attachment 3-15

4. ACTION. File this Change Notice in front of the Human
Resour ce Managenent Manual (P.S. 3000.02).

Kat hl een M Hawk
Di rector



U. S. Departnent of Justice
Federal Bureau of Prisons

DI RECTI VE BEI NG CHANGED: 3000. 02

Change
Notice CHANGE NOTI G2 MABER. %377 16

1. PURPOSE AND SCOPE. To update the Human Resource Management
Manual concerning position desciptions, primary and secondary | aw
enf orcement coverage statenents, rewiting position descriptions,
and scope of coverage, accrual, and use of conpensatory tine.

2. SUWARY COF CHANGES. The Human Resource Managenent Manual is
bei ng updated to insert a revision of the Position Description
Cover Sheet, renove primary and secondary | aw enforcenment
coverage statenents and to renpve a statenent which requires that
position descriptions which are five years old nust be rewitten.

Section 550.1 is being revised to reflect the scope of coverage
for Fair Labor Standards Act exenpt and non-exenpt enpl oyees and
to incorporate provisions for the accrual and use of conpensatory
time in 15 mnute increnents.

3. TABLE OF CHANGES

Renove | nsert
Li sting of Attachments Li sting of Attachments
Chapter 3, Pages 73 - 74 Chapter 3, Pages 73 - 74
Chapter 5, Pages 4 - 7 Chapter 5, Pages 4 - 7
Chapter 5, Pages 10 -11 Chapter 5, Pages 10 - 11
Attachnments 5-1 and 5-2
Attachment 5-3, Pages 3 - 4 Attachnment 5-3, Pages 3 - 4

4. ACTION. File this Change Notice in front of the Human
Resour ce Managenent Manual

\ s\
Kat hl een M Hawk
Di rector



U. S. Departnent of Justice
Federal Bureau of Prisons

DI RECTI VE BEI NG CHANGED: 3000. 02

Change
Notice CHANGE NOTI G2 MABER. (H16 . 1000

1. PURPOSE AND SCOPE. To update the Human Resource Management
Manual to include policy on institution shift starting and
stopping tines.

2. DIRECTIVE RESCINDED. O M 214-95 (3000) Institution Shift
Starting and Stopping Tinmes (11/01/95)

3. SUWARY OF CHANGES. Section 610.1 has been added to
establish basic paraneters for shift starting and stopping tines
for enpl oyees working in Bureau institutions. These guidelines
wi |l establish practices at all Bureau institutions.

4. TABLE OF CHANGES.

Renove | nsert
Tabl e of Contents pages Tabl e of Contents pages
i through iii i through ii

Chapter 6, pages 3d to 3e

5. ACTION. File this Change Notice in front of the Human
Resour ce Managenent Manual (P.S. 3000.02).

\ s\
Kat hl een M Hawk
Di rector



U S. Departnent of Justice
Federal Bureau of Prisons

DI RECTI VE BEI NG CHANGED: 3000. 02

Change
Notice AN T 2 N v ah 7, 1096

1. PURPCSE AND SCOPE. To update Chapter 3 of the Human Resource
Managenent Manual .

2. SUWARY OF CHANGES. P.S. 3000.02, the Human Resource
Managenent Manual, is being updated to renove references to
managenent devel opnent activities which, if applicable, would be
nore appropriately located in an enpl oyee devel opnent forum to
clarify the definition of executive and managerial positions, and
to outline the content of the Managenment Preference Profile.

3. TABLE OF CHANGES

Renove | nsert
Chapter 3, Page 53 - 55 Chapter 3, Page 53 - 54

4. ACTION. File this Change Notice in front of P.S. 3000. 02,
t he Human Resource Managenent Manua

\ s\
Kat hl een M Hawk
Di rector



U. S. Departnent of Justice
Federal Bureau of Prisons

DI RECTI VE BEI NG CHANGED: 3000. 02

Change
NOtice craNeE O e NUgE\EE \]C'a\ll;lﬁgry 29, 1996

1. PURPCSE AND SCOPE. To update the Human Resource Managenent
Manual .

2. SUMVARY OF CHANGES. Program Statenent 3000. 02, Human
Resour ce Managenent Manual is being updated to nodify the
"Inquiry of Availability" and the "I nquiry Concerning Applicant
for Enploynent"” forns to ensure the Bureau of Prisons process for
conducting pre-enploynent interviews is in conpliance with the
provi sions of the Anmendnents to the Rehabilitation Act.

3. TABLE OF CHANGES.

Renove | nsert
Attachment 3-7, Attachment 3-7,
Pages 1 and 2 Pages 1 and 2

Attachnent 7-6, Pages 1 & 2 Attachnent 7-6, Pages 1 & 2

4. ACTION. This Change Notice shall be filed in front of P.S.
3000. 02, Human Resour ce Managenent Manual .

\ s\
Kat hl een M Hawk
Di rector



U. S. Departnent of Justice
Federal Bureau of Prisons

DI RECTI VE BEI NG CHANGED: 3000. 02

Change
NOtice CHANGE MO NU%E\EE Slgtlclefrber 20, 1995

1. PURPGSE AND SCOPE. This Change Notice nodifies the agency
gri evance procedure by altering the responsibility for responding
to a grievance when it cannot be resolved informally in the
Central Ofice or in a regional office or at an institution. The
authority to be consulted before a final decision is nmade on

gri evances when the facts are not in dispute has al so been
changed.

2. SUWARY OF CHANGES. At the Central Ofice, the person
responsi bl e for answering grievances changes fromthe Assi stant
Director of Human Resource Managenent to the Assistant Director
(or designee) of the respective division. The Regional Director
(or designee) shall respond to grievances arising at the regional
| evel and the Warden (or designee) shall respond to grievances at
the local |evel.

Additionally, the consulting authority shall now include the
Chi ef of Labor Managenent Rel ations as well as the Bureau
Personnel Director.

3. TABLE OF CHANGES

Renove | nsert
Chapter 7, Pages 49-50 Chapter 7, Pages 49-50

4. ACTION. File this Change Notice in front of P.S. 3000. 02,
t he Human Resource Managenent Manua

\ s\
Kat hl een M Hawk
Di rector



U. S. Departnent of Justice
Federal Bureau of Prisons

DI RECTI VE BEI NG CHANGED: 3000. 02

Change
NOtice CHANGE NOTHEE NU%ECEE /?Jt;ﬁgt 21, 1995

1. PURPCSE AND SCOPE. To update the Human Resource Managenent
Manual .

2. SUWARY OF CHANGES. P.S. 3000.02, the Human Resource
Managenment Manual, is being updated to incorporate regul atory
changes nmade by the O fice of Personnel Managenent in Federal
student enpl oynent prograns. The new Student Educati ona

Enpl oyment Program consol i dates previ ous appointing authorities
and significantly sinplifies programrequirenents.

3. TABLE OF CHANGES

Renove | nsert
Chapter 3, Pages 2 - 4 Chapter 3, Pages 2 - 4

4. ACTION. File this Change Notice in front of P.S. 3000. 02,
t he Human Resource Managenent Manua

\ s\
Kat hl een M Hawk
Di rector



U. S. Departnent of Justice
Federal Bureau of Prisons

DI RECTI VE BEI NG CHANGED: 3000. 02

Change
Notice HANGE NOTICE AR et 21, 1005

1. PURPGSE AND SCOPE. To revise the section of the Human
Resour ce Managenent Manual that concerns procedures for
conducting pre-enpl oynent panel interviews. The panel interview
process was revised, based on task force recommendations, in
order to increase its effectiveness and ensure conpliance with
exi sting |l aws and regul ati ons.

2. SUWARY OF CHANGES. Training for all panel interviewers is
mandatory prior to participating in a panel interview
Correctional work situation questions are standardi zed and
presented by the entire interview panel. Interviews are
structured so that job specific questions are asked primarily by
the subject-matter expert (e.g. departnent head) to ensure
guestions are job related. Rating fornms reflect assessnents of
applicant responses to correctional work situation questions.
Witing skill assessnents are based on a witing sanple provided
after applicants view a video tape of an incident in a
correctional setting.

3. TABLE OF CHANGES

Renove | nsert
Li sting of Attachnments Li sting of Attachments
Chapter 3, Pages 15 - 17 Chapter 3, Pages 15 - 17a
Attachnment 3-2 Attachnment 3-2
Attachment 3-3 Attachment 3-3
Attachment 3-4 Attachment 3-4

Attachment 3-4a
Attachment 3-4b
Attachment 3-4c
Attachment 3-4d



P.S. 3000. 02
CN- 11, August 21, 1995
Page 2

4. ACTION. File this Change Notice in front of P.S. 3000. 02,
t he Human Resource Managenment Manual

\ s\
Kat hl een M Hawk
Di rector






